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Step 1.

Step 2.

How to Change the Category and the Account Code

Users are frequently asked to change the account code on a requisition before it is
approved and sourced to a purchase order. Please understand that if the account
code is changed, the category must be changed to correspond to the new account
code. If the category is not changed, the tolerances and receiving requirements

might be inappropriate for the purchase.

Categories and account codes share the same values. This job aid explains how to
change the category and account code on a saved requisition.

Log into the e*mpac Finance Application with your FIN Username and Password.

Navigate to the following path:

eProcurement - Manage Requisitions

The Manage Requisitions page opens.

Manage Requisitions

~ Search Requisitions

To locate requisitions, editthe criteria below and click the Search huttan.
‘Business Unit: UMAMH Q Requisition Name:
Requisition I0: Q Request Status: I?‘\” hut Cornplete 'l Budget Status: I 'l
Date From: 0313/2007 El Date To: 0312002007 El
Requester: ASGREEN Q Entered By: o POID: Q
Search | Clmr |
H The Requester specified has no Reguisitions.
Create Mew Reguisition  Inguire Chanoe Reguest Inguire Receipts  Reguisition Report

Click the M button.

The Search Criteria is cleared:

Manage Requisitions

~ Search Requisitions

To locate requisitions, editthe criteria below and click the Search button

‘Business Unit: Q Requisition Name:

Requisition ID: Q Request Status: M Budget Status: e

Date From: [ Date To: £l

Requester: Q Entered By: Q. POoID: Q
Search Clear
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Step 3. Business Unit: Enter UMAMH

Step 4. Enter the appropriate Requisition ID (10 digits) that you wish to modify

Step 5.
Click the m button.

The Requisitions section appears with the requested requisition. In this example,
the requisition status is Denied. The requisition has been denied by central staff.
An email notification has been sent to the Requester listed on the requisition. A
Denied requisition will remain in a status of denied until it is resubmitted to workflow.

Manage Requisitions

~ Search Requisitions

To locate requisitions, edit the criteria below and click the Search button.

‘Business Unit: |UMAMH Q Requisition Name: |

Requisition ID: |R0O00004503 Q Request Status: I 'l Budget Status: I 'l
Date From: [ Date To: El

Requester: Q Entered By: o POID: Q

5 rch Clear |
Requisitions

Toview the lifespan and line items far a requisition, click the Expand triangle icon: [

To edit ar perfarm another action on a requisition, make a selection from the Action dropdown list and click Go.
Reguisition Name

Budget

I ROD0004503 HSGICLAUDIO,CZARA UMAMH  03/15/2007 Denied Walid 3,300.00USD|‘SE'ECWNDH--:I'El
h A requisition can be modified at any time until it is sourced to a purchase order.

Once it's been sourced to a purchase order, the status will change to POs Created
or POs Dispatched.
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Step 6. . . .
b Click on the drop down arrow next to Select Action and select View Approvals:
Manage Requisitions
~ Search Requisitions
To locate requisitions, edit the criteria below and click the Search buttan.
‘Business Unit: |UMAMH Q Requisition Name: |
Requisition ID: |R0O00004503 Q Request Status: IDenied 'l Budget Status: I vl
Date From: [ Date To: El
Requester: Q Entered By: o POID: Q
Search | Clear |
Requisitions
Toview the lifespan and line items far a requisition, click the Expand triangle icon: [
To edit ar perfarm another action on a requisition, make a selection from the Action dropdown list and click Go.
Reguisition Name BU Budget
I ROD0004503 HSGICLAUDIO,CZARA UMAMH  03/15/2007 Denied Walid 3,300.00USD <Select Action_ ¥ EI
=Select Action...=
Cancel Requisitia
Edit Requisition
Requisition Cycle
Create Mew Reguisition  Inquire Chanoge Reguest Inguire Receipts  Requisition Report
Step 7.
Click the Go button to view the reason for the denial.
Step 8.

The Approval Status page opens. Review the Comment in the Approval
Comment History section. The Requester has been requested by central staff to
change the category and the account code on both lines of this two-line requisition.
An explanation has been provided.

Approval Status

Req Name: HEGICLAUDIO, CZABA]

Total: $3,300.00 LUsSD
Requester: Izles Carrie Business Unit:  LWAMH
Entered on: 031 A2007 Requisition ID: RO00O04503
Status: Denied Budget Status ‘alid Priority: e dium
Requester’s Justification: UMASS Reg Info
HOUSING OPERATIONS ATTH: JCZABA]
QUOTE: 6288

} Line Information

Department Approval

= Line 1:Denied (o Yiew
WINDOWY SCREEMS: BROMZE ALURMIMUM FRARME SHE" WY CHARCOAL ALUMINUM SCREEMIMNG SIZE: 36 348" X 15 1/2" FIXED FRAME Commen
Department Approver - Dist 01

Approved Auto Approved
Brown Elizabeth > Brown,Elizabeth
PO Dept &Approver 1 - Dist 1 PO Dept Approver 2 - Dist 1
31512007 - 311 PM 31502007 - 311 P

= Approval Comment History
Lucas,Teresa at 3/152007 - 3:50 PM
The ACCOUNT # and the CATEGORY needs to he changed to 7443700 {used 740800) since this is considered carpentry
supplies per conversation with Boh Clukay 31 5/07. The instructions on how to make these changes can be found on page 219 ¢
the EFtocurement for End Users Training Guide. Ifyou still have any guestions, you will need to call the help desk at 5-2119.
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Step 9. . o
b Scroll to the bottom of the page and Click the Return to Manage Requisitions
hyperlink:
= Line 2:Denied (@ view Comments
SIZE 37 148" ¥ 135 1/2" FIXED FRAME
Dept > 999,99 - Dist 11
Terminated
xMuItiQIe Approvers
Dept Proc Approver - Dist 1
= Approval Comment History
Lucas,Teresa at 3/15:2007 - 3:50 PM
The ACCOUNT # and the CATEGORY needs to be changed to 7443700 {used 740800) since this is considered carpentry
supplies per conversation with Bob Clukay 31 5/07. The instructions an how to make these changes can be found on page 219 of
the EProcurement for End Users Training Guide. Ifyou still have any guestions, you will need ta call the help desk at 5-21149.
Thank you.
Eeturn to Man% Reguisitions
Step 10. - .
The Manage Requisitions page re-appears. Click on the drop-down arrow next to
Select Action and select Edit Requisition:
anage Requisitions
~ Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.
‘Business Unit: |UMAMH Q Requisition Name: |
Requisition ID: |R0O00004503 Q Request Status: I 'l Budget Status: I 'l
Date From: [ Date To: El
Requester: Q Entered By: o POID: Q
Search | Clear |
Requisitions
Toview the lifespan and line items far a requisition, click the Expand triangle icon: [
To edit ar perfarm another action on a requisition, make a selection from the Action dropdown list and click Go.
Reguisition Name BU Budget
I RODO004503 HSGICLAUDIO,CZABA) UMAMH 0311502007 Denied Walid 3,300.00U5D0
Step 11.

Edit Fe

L] ~

$§IH Go button

Click the
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Step 12. The Edit Requisition page opens to the Review and Submit tab. The category
and account code need to be changed on both lines.

Click the Select All/Deselect All hyperlink to select both lines.

Edit Requisition

1. Define Requisition

Business Unit:
Requester:

Requisition Name:

Requisition Lines
Description

S

WINDOW SCREEMNS: BRONZE ALLIMIMUIM

El;; 2. Add Items and Services \& 3. Review and Submit
Review the details of your requisition, make any necessary changes, and submit it for approval.
LA H Udass Amherst
ACISLES Isles,Carrie ‘Currency: LUsD
|HSGICLAUDIO,CZAEIM Hold From Further Processing [~ Priority: Medium 'l

Vendor Name

SCREEMIMG SIZE: 36 2

FRAME 516" Wi CHARCOAL ALLIMIMLIN

GREENFIELD GLASS CO 750000 Each

W 2 SIZE 37 1/8" X152 F

N Select Al i Deselect Al

L= Addto favorites | 53 Modify Line J Shipping / Accounting | E[Deletel

33.000 2,475.00 B
[ 15 112" g
IXED FRAME GREENFIELD GLASS GO | 25.0000 Each 33.000 82500 B2 O
ING

Total Amount:

3,300.00 USD

Step 13. ‘

Click the oz Modrty Lin

&/ Shipping S Accounting ||button

Description Vendor Name

p R 1 WiNDOW SCREENS: BROMZE ALUMINUM  sREEMFIELD GLASS CO 750000 Each =h
FEAME 551 6" W CHARCOAL ALLIIMN LIk NG S Afmay rl‘EIO
SCREEMIMNG SIZE: 36 378" X 15 102"

W 2 SIFE: 37 18" ¥ 15 1/2" FIXED FRAME GREEMFIELD GLASS CO 25.0000 Each 22,000 22500 %Q

INC
[V SelectAllf Deselect All Total Amount: 330000 USD
L # addtofavorites | 3 Modity Lipe/ Shinping / Ascounting | [ Delete |
L
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Step 14. . . . .
P The Modify Line/Shipping/Accounting page opens.
Enter the new category and account code in the Category and Account fields and
Apply
Click the button:
Modify Line / Shipping / Accounting
Line Information
Note: The infarmation below does not reflect the data in the selected isition lines. When the ‘Apply' button is clicked, the
data entered an thiz page will replace the data in the carresponding L on the selected lines.
| vendor In: @ Vendor Location: QA comtraaam [ Q@
ition
Buyer: Q Category: Q
Ship To: Q [=] Modify Shipping Address
Due Date: [#] Attention:
T e itinn
| Q [umamH Q| Q [raa370 Q| Q| Q| Q| Q | C
Apgly | Cancel |
o]
Step 15. @
The Edit Requisition page re-appears. Click the Expand Section icon next to
Line 1 to view the distribution line and the revised account code:
Requisition Lines
Line Description Vendor Hame
1 WiINDOW SCREEMNS: BROMZE ALUMIMLIM =l
%’7 FRAME 511 6" il CHAR COAL ALUMINUM &EEENHELD GLASE CO LN = Sy 247500 B O
SCREEMIMNG SIZE: 36 308" X 15 142"
W 2 SIZE 37 18" ¥ 15 1/2" FIXED FRAME GREEMFIELD GLASS CO 25.0000 Each 33,000 2500 Fél O
INC
¥ SelectAlli Deselect Al Total Amount: 3,300.00 USD
L # addtofavorites | [53 Modity Line  Shipping/ Accounting | f Delete |
Step 16. ,,. . . . )
View the Account Code to insure it has transferred appropriately:

Requisition Lines

Line Description Vendor Name

- 1 WINDOWSCREENS: BROMZE ALUMINUN  cREENFIELD GLASS GO 75.0000 Each =h
ERAME 516" Wi CHARCOAL ALLIMINLIB MG o AN E‘EIQ
SCREEMIMG SIZE: 36 38" X 15 142" b
[~ Consolidate with other Reqs I~ override Suggested Vendor
Shipping Line: 1 DueDate; 03132007 [ Quantity: |75.0000 HE
Status: Active *Ship To: DS T[54 Wodife Shipping Address
Attention: |Is|es‘Carrie

*Distribute by: | 2t h

Accounting Lines
[ chartfiens1 TRINGE

BEROOOCY | 75.0000 [100.0000  2,475.00 [UmamH C | Q| Gy (744370 O Mse |
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Step 17.

Requisition Lines

Click on the Description hyperlink for Line 1 to view the category change:

Line Description

Wendor Name

f- BERONZE ALUMIMLUM
RRCOAL ALLIMIMLIN

SCREEMIME F 6 3ra 15 142"
I Consolida¥ wigll other Reqs

GREENFIELD GLASS CO | 75.0000 Each

™ @verride Suggested Vendor

33.000 247500 B0

FHE

Shipping Line: 1 Due Dates 03152007 [ Quantity: |75.0000
Status: Active “Ship To: Ds Q[ Modity Shipging Address
Attention: |Is\es,Carrie
‘Distribute by: |&% T

Accounting Lines

[ chartficias1 TRNNBetsE

T:

nfarmation

1 Open

|[BERODOC, | 75.0000 (1000000  2,475.00 [umamH G | Q|

Q [744370 /0 [215¢ ]

Step 18. The Special Request/Special Item page opens. View the
has transferred appropriately.

Category to insure that it

Edit Requisition

1. Define Requisition 2. Add ltems and Services

)

3. Review and Submit

Add lines 1o the requisition, specifying the information necessary to procure each item or service.

Search: ‘

*ftem Description:

*Price:

*Currency: JED
*Ouantity: *Unit of Measure: ’EA— Q
*Category: 744370 Q Due Date: 03152007 [
*Vendor ID: 0000017254 U GREENFIELD GLASS CO ING
Vendor ltem ID: *Vendor Location: ’rq
Mg ID: Q
Mg em ID: ’—

Q) Search |

Step 19.

Requisition page:

Special ltem

*item Description:

Scroll to the bottom of the page and click the Cancel button to return to the Edit

“Price:
*Cuantity:
*Category:
“Vendor ID:
Vendor Item ID:
Mg ID:

Mg lem ID:
Additional Information

|WINDOW SCREENS: BROMNZE ALUMINUM FRAME 5/16" W CHARCOAL ALUMINUM !

33.00000

*Currency: Uso
75.0000 “Unit of Measure: EA Q
’WQ Due Date: 'm@
0000017254 | GREENFIELD GLASS COING
“Vendor Location: 001 Q
[ A
’7

E
[~ Sendto Vendor ™ Show at Receipt [~ Show at Voucher
ok | _cypeel |
S

How to Change Category and Account

Last Saved Date: 3/20/2007



%P4 University of Massachusetts . _e-mpac

Amherst * Boston * Dartmouth * Lowell * President’s Office * Worcester e

UMASS.

Step 20.

Save &gubmit |
L)

Scroll to the bottom of the Edit Requisition page and Click the
button to save the changes and re-submit the requisition to workflow:

; ; B =
Status: Active *Ship To: DS Q. [ Modify Shipping Address

Attention; |Is|es,Carrie

‘Distribute by: | ity :I'

Accounting Lines

[ chartnieis1 TRetis e farmation

Line |Status |DistType [‘Location |Quantity |Percent Amount |GL Unit Entry Event |SpeedChartKey |Account
CL 744370 QL [215€

Open BERODOCL | 75.0000 [100.0000  2,475.00 [UMAMH QL | Q |
bW 2 SIZE:37 18" X 15 1/2" FIXED FRAME GREENFIELD GLASS CO | 75.0000 Each 33.000 82500 B
NG
[ Select Al Deselect All Total Amount: 2,300.00 USD

L ® addtofavarites | [ Modity Line fShipping / Accounting | ] Delete |

Justification/Comments —

HOUSIMNG OPERATIONS ATTH: J.CZABAJ
QLOTE R2AR
¥ sendto Vendor ¥ Show at Receipt [~ Show at Voucher

[RIE
@

= Cheack Budget |

[~ save as Template

Savehg; submit | ,,%Save & preview approvalsl )(Cancel Changes Find more iterms
N

[

The Confirmation page opens. The requisition has moved to the worklist of the
department approver. The Budget Status is Not Checked.

Confirmation
Requested For: Iglas, Carrie MHumber of Lines: 2
Requisition Name: HSGICLAUDIO,CZABA] Total Amount: 3,300.00 UBD
Requisition ID: ROO0D0D4503 Justification:
HOUSING OPERATIONS ATTH: JLCZABA) QUOTE: 6288
Business Unit: UtdAnH |
Priority: Medium
Budget Status: Mot Checked
Department Approval
q q Start
< Line 1:Pending Eﬁaw
WINDOWY SCREENS: BRONZE ALUMINLIM FRAME 516" W/ CHARCOAL ALUMNUM SCREENING SIZE: 36 3/8" X 15 1/2" FIXED FRAME — g

Department Approver - Dist 01

Pending Not Routed
Multiple Approvers Multiple Approvers
@ P Dept Approver 1 - Dist 1 _E_’ @ PO Dept Approver 2 - Dist 1 _E

How to Change Category and Account Last Saved Date: 3/20/2007



%P4 University of Massachusetts ._e+mpac

intorprise Manag and Porformance
Amherst * Boston * Dartmouth * Lowell * President’s Office * Worcester

Through Admi tive Compuring

UMASS.

Step 21. Chpk Budget
Scroll to the bottom of the page and Click the W Button to budget
check the revised requisition:

rocurement or State Approval

= Line 1: Awaiting Further Approvals Stat

il
WINDOWY SCREENS: BROMNZE ALUMPMNUM FRAME 516" Wir CHARCOAL ALUMINUM SCREEMING SIZE: 36 578" X 15 1£2" FIXED FRAME Path

Dept > 999.99 - Dist 01

Not Routed

Multiple Approvers
E-’ @ Dept Proc Approver - Dist 1 _E

= Line 2:Awaiting Further Approvals [#]Start Mew Path
SIZE: 37 148" ¥ 15 12" FIKED FRAME

Dept > 999,99 - Dist 01
Not Routed

Multiple Approvers
E-’ @ Dept Proc Approver - Dist 1 -E

Skt | Edit Reqguisition I Anplysaproval Changes Chegk Budget |
R}

Wiew Printable Version Manage Reqguisitions Create Mew Requisition

StepP 22: \yhen Processing has completed, Scroll to the top of the page to view the budget

status. The budget status should show as Valid:

Confirmation

Requested For: Isles, Carrie Number of Lines: 2
Requisition Name: HEGICLALDIO CZABA] Total Amount: 330000 USD
Requisition ID: RO0DOO04503

Business Unit: UAMH

< Budget Status:

I —

How to Change Category and Account Last Saved Date: 3/20/2007 9



%P4 University of Massachusetts ._empac

Through Admi tive Compuring

Amherst * Boston * Dartmouth * Lowell * President’s Office * Worcester

UMASS.

Step 23. Scroll back to the bottom of the page and click the Manage Requisitions hyperlink to

return to the Manage Requisitions page:

Procurement or State Approval

]
2

= Line 1:Awaiting Further Approvals
WIMDCWY SCREEMS: BROMZIE ALUMIMUM FRAME SME" WY CHARCOAL ALUMIMUM SCREEMNG SIZE: 536 308" X 15 172" FIXED FRAME

[+]
=
5

nl

a

Dept > 999.99 - Dist 01
Not Routed

hiultiple Approvers
E-’ @Dem Proc Approver - Dist 1 _E

= Line 2:Awaiting Further Approvals [F]Start Mew Pat
SIZE: 37 148" K 15 1/2" FIXED FRAME

Dept > 999.99 - Dist 01
Not Routed

hiultiple Approvers
E-’ @Dem Proc Approver - Dist 1 _E

Skt | Edit Requisition I Apply Approval Changes

Wiew Printable Yersion Manage Reduisitions Create Mew Reguisition

End Job Aid
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